
 

Creating a Private Inspector 
Registration 

Purpose  

This instruction sheet provides you with step-by-step instructions for creating a private inspector registration 

in the RRIO online system. In order to register online, you must first have a user account set up and a credit 

card for payment. If you need to set up a user account, use the instruction sheet: Creating a New User 

Account.   
 

Steps to Register a Private Inspector 

1. In your web browser, navigate to the Seattle Services Portal: 

https://cosaccela.seattle.gov/Portal/welcome.aspx. Sign in using your username and password. 

2. Select Rental Housing Registration (RRIO) under the Create New section. 

 

 

3. On the next page, click on the Rental Housing header to open the drop-down menu of available actions.  

 

 

https://cosaccela.seattle.gov/Portal/welcome.aspx
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4. Select Private Inspector Registration and click the Continue Application button. 

 

 

 

 

 

 

 

 

 

 

5. Enter your contact information that you want associated with the private inspector registration. You can 

select the contact information from your user account, add new contact information, or look up to see if 

your information is in the system. Click Continue Application to move onto the next step.  The email 

account you provide is what RRIO staff will use to correspond with you regarding your account. 
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6. Fill in the registration details. You must check the checkbox at the bottom before clicking Continue 

Application. 

 

 

 

 

 

 

 

A valid City of Seattle business 

license number is required to be a 

Qualified Rental Housing Inspector. 

This can be your employer’s 

business license number. 

Training is required to complete your registration. 
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7. Add your credential documentation by clicking Select.  

 

8. Click Select again and find your credential documentation to upload. Make sure that your document is 100 

percent uploaded and then click Done. 
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9. Select Credential Documentation from the Type dropdown menu and click Save. Click Continue 

Application to move onto the next step. 
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10. Review the information you submitted. Click Continue Application. 

 

11. If you selected “Notify me of future training sessions” and did not pick a specific date, then the registration 

is complete.  Training is a requirement to be a qualified RRIO inspector and it can be signed up for at a 

later date. At that time, you should be contacted by RRIO staff and the training fee will be assessed. The 

system will provide verification that your information was received and provide you with a ten-digit private 

inspector registration number starting with 002.  
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12. If you selected a training course date, then the system will prompt you pay the $50 training fee before 

completing your registration. Select Checkout. Enter your credit card information and hit Submit Payment 

to complete the registration process. The system will provide verification that your information was 

received and provide you with a ten-digit private inspector registration number starting with 002. 

 

 


